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[bookmark: _GoBack]Onboarding/Reassignment - One Page Information Sheet
	PART A. To be Completed by the RSCE Onboarding Case Officer

	Name of Staff Member  (LAST, first).               

	Index   enter number

	Parent Duty Station       click to enter text                           Reassignment Duty Station click to enter text




	PART B. To be Completed by the Staff Member

	Do you want to opt for the Relocation Grant?                               ☐ yes    ☐ no         
                                                                                          if yes, please fill and sign the Relocation Grant Request 
Do you want to opt for the Shipment of Personal belongings?  ☐ yes    ☐ no         
If yes, the RSCE Onboarding Case Officer and the MOVCON unit will get in touch with you.  

	Settling-in Grant:                                                                      please fill and sign the Settling-in Grant Request 

	Do you want to amend your current salary distribution?         ☐ yes       ☐ no         
                                                                                                              if yes, please fill and sign the Salary Distribution Form

	Do you want to make changes to your beneficiaries:                ☐ yes       ☐ no         
                                                                                          if yes, please fill and sign the P.2E form

	If you are not currently enrolled in the UN Life Insurance and you opt to enroll upon taking up your new duties 
                                                                                                     please fill and sign the Application for Life Insurance 

	Do you want to make changes to your dependent status:       ☐ yes       ☐ no        
                                                                                         if yes, please fill and sign the Change Dependency Status Form 

	Do you want to continue with the same health insurance at the new duty station:    ☐ yes       ☐ no         
If yes, please note that you will need to re-enroll within 31 days of your EOD in the new duty station.



	What is next?  Your Onboarding Steps in a Glance.
· A Release request will be sent to your parent office by the RSCE.
· Medical clearance (you need to submit your medical form, if not already done). 
· Visa issuance for your duty station.  Upon receipt of travel visa, we will arrange travel for you and your eligible dependents, if applicable.
· Confirmation of travel date, following medical clearance and Visa issuance we will get in touch with you for a confirming your travel date.
· The check in process will be initiated upon your arrival at the receiving mission or RSCE, as applicable. 
· Personnel Actions (PA) and off-cycle payments will be processed in Umoja by RSCE, after completion of your check in process. 
· An automated notification to enroll into the UN medical plan (optional) will be sent to your UN email address from UMOJA. You will have to enroll yourself and your eligible dependents, if applicable, in UMOJA ESS.
· Enrolment into UN Life Insurance plan (optional). You will have to enroll in UMOJA ESS.
· Expense Report to be submitted by you in UMOJA, not later than 14 days of your EOD (attach boarding passes, medical costs related to your medical clearance and excess luggage receipts, as applicable). 

Your RSCE Onboarding Case Officer will guide you through the process and provide you with more details and information during the Onboarding process. 
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